APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE OF THE SECRETARY OF STATE
RECORDS MANAGEMENT DIVISION

INSTFIUCT IONS: See Publscatlon No. 76—RM—1 for instructions on completing this form. Forward signed original to

Department of Archives and History, Records Managemant Division, 330 Capitol Avenue, Atlanta, Georgia, 30334
Attention: Scheduling Sectien,

FOR AGENCY USE 1. Agency Address ' FOR RECORDS MANAGEMENT USE
Application Dete , Georgia Department of Human Resources Application Number
Division of Mental Health & Mental Re-

S -—

“api:em;iirg’ 2278 tardation - Mental Retardation Section 76 505 :
AW'V'“W" ) 47 Trinity Avenue, S, W. = Room 542-H Date Racaived Date Complated

DHR-117 Atlanta, Georgia 30334 SEP 10 1976 | SEP 24 1978
2. Person to Contact Working Title Telephons Number

Robert Hardwick Grant Project Officer 656-6370

3. Action Reguested ,
‘8. [ Estabusn Retention Schedule; record will continue ta accumulate.
b. 0 Dispase of prasent accumulation; no further accumuiation anticipated. -
¢. O Amend Application No. o Chack One; O Change; (J Supercede: I Void

4, Dates of Serias 5. Records Serias Title (followed by title used in office; if different)
Earliest Latest

1972 |to date Developmental Disabilities Project Administrative Files

6. Division snd Office Riinction - © What is the function of the Divisiod and tha Office in which this record series is created?
The Division of Mental Health and Mental Retardation administers the programs for mental
health, mental retardation, and other developmental disabilities; alcohol and drug abuse,
and training and research. This division is also concerned with community mental health,
and the administration of the State mental hospitals; and rehabilitation and retardation
centers state-wide, ' :

The Mental Retardation Section is responsible for providing supervision and guidance to
programs for the developmentally disabled clients in both institution and community programs
state-wide. ;.

The Developmental Disabilities Services Act Grant is responsible for administering the DDSA
formula grant, including preparation of the State DDSA plan,

7. Record Series Description This file contains the following documents {.-nciude form numbers and titles, if any}:
Attach samples of the file,

Documents relating to:
administering the Developmental Disabilities Services formula grant.

Included are: contract; application for ‘DDSA funds; project report; _audit report; and
supporting correspondence.

File is arranged: by name of contracted organization. _ ' ~.

8. Mon_thlv Retarenca Rate How often are records referrad to which are:

One to six months oid _10=12
twenty-five months and older

; _Sever; to twelve months old _§.-.}9.___; Thirteen to twenty-four manths old .._..3.‘_-_4_..._.‘

oty _— -
9. Annual Rate of AecurT tion of Records
" Letter-size drawers : Lagal-size drawers

; Sheilves ——— QOther (specify)

AR=80-71; Rev. 78 ' (Gwer)




L

!stf

[ YES | NO | 10. Questionnaire _{Placa an “X" in the proper column) : >
a. Is-this the official copy of the series? . . N
X it not, where is it? o
x b. Does the saries contain confidential information requiring security handling? 1f yes, cite law or reguiation.
X ¢. Is this a vital record?
X d. Does this serigs have historical or Ioniterm research value?
% e. When onae or two documents in the file makae it necessary to keep the entire file for a long period, could these
: documga_ts_tn_s_dle_d_ud_apgmlv?
A
< | @ lnhe ifformat{on gontamed in this senes ever analv“zed and/or recordod in a summarized report? |
if ves, attach coov, e ) _
% h. 13 there a duplication of this series in your officé, or in another officn o: agency? . cr s ,
1t ves, whare? : - ‘ : i ]
X i. s this series (or @ major portian of it) reqularly microfilmed? : '
X L. Does the record series result in 3. comouter orintout? o e |
11. Ratentlon Requirements The following requiras the series to be kept:
s StateLaw - ‘ years. - d. Audit period i years.
b. Statute of limitation . - years. * 9. Administrative need 3 - years,
c. Fedlral law L years. ' f. Federal i:atenticn instructions : yesrs,
Attach copy or excert of laws or regulations. Explam admimstratlve need, - _ __ cat e - -

*in conformance with retention period for other DHR rec0rds requiring audit

. - N - e - - - — - = - o - - - e A
- - - - — . Ll . L e :
- . - . - - . . “ - B
- - - S . - e T e s B - - - -

[ .. H— PR - . - . < PR . ¢ - . - ¢

TZ_Approvad Disposition Instrictions - This agency recommends that the fis seres be cut of at the end of sach:
— ) "7 O Cailendar Year: (8 Fuscal Year O Other e o then, -

& Hoid in the current files ares

_ ; «month(s}_._.____year(sl then R
- £ Transter to local holding area; hoid

year(slithen - - C - Lo .o o -

Qo

_;i‘Tranéfer to State Records Canter; hoid 3 year(s); then ' e -
~, Destray,
X Transfer to State Archives for permanent retention. - - Lot T T P -

Other (Specity} T . T -

ol ' ' '
These instructions apply to all prior and future accumulations of the series.

 Agency Head/Designes (Signaturs) Date Records Manag_emmt Oﬂienr (S:gnature} . Date

) \Ue/2¢ [

Recommendations in para- ' ( |

graph 12 are approved, State Augjtor/Design zd‘

(If disapproved, attach latter C i : "L T

of explanation.) Secretzrﬁ te/Designes P-z2p-7 &
Attorney General/Designee q 22.726

T ——— -
AR-—SO-H Flw. 768 : {Reverse Side)




